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MEMORANDUM FOR: Director of Training

SUBJECT: Six-Month Report of the Employee Advisory
Committee

1. The Employee Advisory Committee (EAC) was established
on 4 September 1973 ""to provide a forum for continuing dialogue
between the Director of Training and OTR members on any matter
affecting OTR to which the Committee thinks it can make a constructive
contribution. While most of the Committee's efforts are likely to be
self-generated, suggested issues or problems for its consideration
are welcomed from anyone in OTR." (OTR Notice No = 8:74)

2. The EAC held its first meeting on 24 Septembzr 1973, At
that meeting, the Comm’ttee drew up guidelines for irnplementing
its mission. These were submitted to and approved by the DTR.

3. The following issues were considered by the FLAC in the
period September 1973 to March 1974:

a. Attitudinal Surveys: At the request offjj} ) )@ IR

the EAC studied a paper recommending that the Agency consider
adopting attitudinal surveys as a tool of managemant, following
a precedent of Texas Instruments. The EAC responded with a
paper to the DTR aciknowledging the value of attitudinal surveys,
with the qualification that they be conducted with clearly drawn
objectives, and have built-in discussion, feedback and action

25X1A

mechanisms. As such, surveys can be a valuable communication
device.

b. Clerical Task Force Survey: The EAC wrote a paper for
the DTR advising that the results of the survey, and actions taken
on its recommendations be published. Such a summary should
note which recommendations have been implemented, which ones
are under study, and which ones cannot be implemented and why.

c. Distribution of Employee Bulletins Within OTR: The

EAC discussed the problem of late distribution of bulletins (often
received after the subject event!) with_ and resolved 29X1A
the source of the problem.
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d. Weekend and Holiday Security Duty: The EAC

discussed security duty with || | | | QB JJ B -nd, 2s a result, the
necessity of duty officers for the entire Weekend and Holidays

was reviewed and revised.

25X1A

e. Numbering of Rooms on the Fourth Floor: The EAC
investigated the confusing numbering system and found that the
matter had been raised previously, but any change was stymied
by OL. Other alternatives are being considered.

f. Fitness Reports: The EAC established that employee
access to the reviewing officer comments as well as those of the
evaluating officer is now provided in Agency regulations.

g. Contract Badges: The EAC considered the problem of
different categories of contract badges, but found that first, the
concern is restricted to the Language Learning Center (within
C of C Bldg.), and second, cannot be modified.

h. DTR "State of Training'" Presentation; The EAC
recommended to the DTR that he schedule periodic '"State of
OTR'sessions with Training personnel to improve communications
and inform employees of current activities within OTR. The DTR
concurred with the suggestion.

i. Miscellaneors Personnel Suggestions Investigated and
Found Unfeasible:

(1) Employ:e lounges in C of C Bldg.

(2) Cafeter a in C of C Bldg.

(3) Credit Union Branch and/or Medical Branch in
C of C Iildg. _

(4) Lockers in C of C Bldg. shower room, and possibly
recreational facilities (ping pong table, pool table, etc.)

. Employee Advisory Committee

2.
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REPCRT OF TIE SECRETARIAL TASK FORCE
FINDINGS AND RECOMMENDATIONS
9 July 1973

E

I. Introduction .

Through intcerviews with 45 personnel GS-09 and below and a visit to
the I2M Van Ness Center in Washington, the Secretarial Task Force has
deternmined that there arxc many arcas in which efficiency and work productivity
can 2nd should be improved in the Office of Training. Bringing about any
improvements, however, will require the cooperation of both management and
clerical persomncl. The recemmendations are not offered as cure-alls but
rather as indicators of areas that should be improved if the Office of
Treining desires to function more effectively. We were not able to explore
every aspect that we had planned because of the time factor involved in

such an in~depth survey.

-

Y3

.

!

¢
Approved For Release 2000/05/08 : CIA-RDP78-06215A000300030003-0




B

"not know how the office functions in terms of worklcad or how various ta
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II. | Juwproving Efficlency and Productivity by Implementation of Suggestiors

A. Most of the clericals have ideas for making things more efficient
in thedr office. They find that things are being done which could be
strecamlined or eliminzted. Sorme are able to make suggestions and changes --
but many do not for various reasons. Typicalg) comzents have been:

. o "I am afraid to rake %LﬁSCStiOIS because my supervisor
will think I am encrecaching on his territory. I never
seem to find a proper time to approach my supervisor
because he is alwvays so busy. I don't have time to think
about ways to improve efficiency, but I am sure things
could be iwproved. I gave up r:klnv suggestions because
my supervisor says, 've have to do it this way, its been
done this way for years.' My supervisor says, 'we'll .
think about that later', when I make a suggestion. I
don't meke suggestions because I know they would not be
accepted and I would be out of place 1n rwaking them. If .
I see something which is done that isn't necessary, I
Just elininat gle and no one cver knows - if I ask
about it they will never make a decision oa it. The
instructors have becen around for years and aren't about to
make any changes. My supervisor listens to my suggestions

“but then forgets them and doesn't follow-up."

B. The problem in some cases is that the supervisors/instructfors do
S

are accomplished. Over a nuwber of years many inefificiencies have crept iz
because varicus individuals who 7illed the superviscry positions wanted :
done a particular way —-=- not necessarily the most efficient way. When
individuals changed rositions anc left the office his practices and policics
conftinued., In other words, many practices performed today are simply carrv-
overs of a previcus era. They are representative of "a way" to do a job
but not necessarily the "best way." :

C. VWhen the clerical cemployee is unable to ma'e suggcstions that
are jmplemented, notivation is often lost and she feels '"Why should I try?
If the supervisor doesn't care, vhy should 17" Inefficient practices thus
have continued for years and much time and woney is vasted on these methocs.
It is vealized that seme dnefficient practices continue because they provice
a form of "make work" for the employece. . :

Recormendations:

1. That the top managemcnt of OIR and that each supervisor/instructer
take a critical leok at everything that is done within their purview. That
those things vwhich are determined to be of marginal use or inefficient be
clininated or made productive.
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2. That "make work" not be done to cover up inefficiencies or merely
““‘—_—m\

to keep a person busy. If a person is not bLsy doing productive work, then
that person should assist someore that is busy, or serious consideration
should bLe given to c_cox onrlng thc 300 hlth another.

R

" 3. That the supervisors encourage and motivate each enployee to take
suggestions which will inprove the efficic ency and productivity of the oifice

c
and that the vacr isor Lollo through on these suggestions. he statement
that "i en done that way" should be eliminated and never used a
a justification for a qucscionablc procedure or technique.
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4. That a gucgestion program within the Office of Training be
established whereby cach er plovcb may have the opportunity to nake suggestions
that will 1.310\e the efficiency ond procuct1v1t) of things that would be
applicable to OTR gencrally or specifically. If the suggestions are im
the enployee should Teceive rcco”qltion in the form of citations or monctcry
avards, o T

L NN
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III. . Cormmunications

A. Some supervisors hesitate in beihg frank with clericals in the
areas of how she is performing cn~the-job and where she needs improvement.
They often forget to occasionally compliment her for a job well done. The
clerical employee, in turn, is semetimes afraid or hesitant to appreoach the
supervisor on these matters. A wall builds up and the employee cannct
properly function in her positicn to the best of her capabilities.

B. Only a small nuobexr of clericals attend staff meetings within
their school or staff. About cne-half of those that don't attend staff
meetings are also ret briefed on pertinent items. They do not see the DIR
Staff Meeting Minutes or even the Weckly Reports. They receive what littrle
information they get through the "rumor mill" circuit which is often
distorted. The clericals that are not infermed do net feel a part of  the
Office of Training. They are hampered in performing their job and often
are enbarrassed because they are not even informed of such things as Agency
organizational chenges and personnel changes within their office. The
clericazls that have been attending the DIR staff neeting think that this
is zn excellent innovation. They fe:l more actively a part of OTR and that
they ave better able to perform in their jobs because of the information
reccived and qlso because of management's apparent iaterest iu them.

Recormrendations:

. .

.
.

1. That the supervisors have periodic talks with the employees
with the intention of offering constructive criticism and informing the
employce on how she is doing (keeping in mind that to complimant a job

well done is an effect’ve tool in maintaining motiv:ztdion).

7. That each school/sta’f chief establish specific time frames
to conduct talks with each clerical (a nminimua of at least once a year).
These talke with the supervisor aand the school/staff chief can
alleviate many difficulties whica block the wmotivation of the cmployee.
They can be of inestimzble value to the cmployee whe feels her supervisor
doesn't like her, who lacks confidence in her work, or who has difficulties

Y

in adjusting to her work environuent.

3. That as many as possible clerical employecs attend weekly
staff neetings. In those cases where this is not feasible, that the elerical
employce receive @ briefing from their supervisor on pertinent data and/cr
have the opportunity to read DIR staff peeting minutes and weekly reports.
Yach clerical employee on a predetermined schedule {such as once a month)
shouldd le allowed to nake ceontributions to the staff wmeeting.
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IV. Career Develcoment and Trainine

A. The clericals do not know to what jobs they could logically
aspire in the Office of Training or the Agency generally and what
qualifications and training are required for progression to these
positions., Thus hey canuot determine their career aspirations. Many
have lost all aspiraticn and motivation because they believe that there
is no opportunity for advancement. The present personnel system does not
lend itself to fair competition for all job vacancies. Individuals are

cted” for positions by the supervisor. Job vacancy
notices are not circulated for a2ll vacant positions in OTR and the ones
that are circulated have no established closing date. It was reported
that recently there was a vacancy notice for a position and that when
the employee called the Personnel Branch the day after receiving the

5]

notice she vas informed that the position had already been filled. Another

recent iIncident that received wuch comment was the filling of a position
before anyone knew the position was being filled.

[ B. The clericals are often caught between their supervisor and the
Personnel Branch when they state that they would like to change jobs.
The supervisor dces not want to lose the indivicual and.the Personnel
Branch only advises that they will be kept in mind when a vacancy occurs.

C. Vhen a clerical comes irto the Agency she is usually assigned
vhere the imzediate meed is with little theugnt to suitability to the
job. Several emplovecs in OTR that have been on the job less than a ?ear
do not feel suited to and challenged by their jebs and would like a
charge and a chonce to better use their cepabilities. They are
hesitant to ask for a ciange, being new on the jeb, because they do not
want to be labeled as trouble makers.

D. There is littl: career counseling of the clericals by PB/TR.
Typical comments by the clericals were: I talked to PB about changing
jobs, but am sorry I did because it might reflect badly upen re later
that I want to change jobs. I talked to PB about six months &go about
changing jobs and was zivised that rothing was available now tut I
would be kept in mind—-T've heerd nothing. PB advised me that the only
way to advance was to learn shorthand, but the only jobs above my grade
that require shorthand ave in the DIR's office and I am not interested
in that type position.

Training

/ E. The clericals do not know what training they should tzke to

improve their productivity and efficiency and what training to pursue
that will prepare them for future pesitions. Some are told they can't
be spared fron the office for any training. Many are unaware that they
can be sponscred by the Agency for after-hours training and the types
of training they can tale.
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F. The clericals espcc ially at the GS-6, G5-7 level feel a
definite need for tra ng in secretarial techniques., They state that
motivation and performance on the job could be greatly improved if
they were trained in areas such as humon relations, cogmunications,
vhat the boss expects of the secretary, and similar subjects--but not
subjects like hew to answer the telephone and how to type a meno.

v

Recomrmendaticons:

That OTR develop and publish personnel policies in the following

areas:

1. Meaningful careexr counselling on a continuing basis which should
consist of:

a. dnterviewing each cuployee GS~9 and below at leas nceg a
year with regard to the individual's career aspirations, job
-_— . . .
satisfaction, and training. .

b. career planning by PB/TR and the OTR Clerical Danel for
each clerical including a r*v*c* of the job presc*tly beirg done
by the clerical and recoemmencaticns for more effective utilization

-of the employee's skills. Rgviewing the length of time each
individual stays in a job with a view tOwalO ensuring that no one
rerains in a job too long.

¢. advising the empleyees what jobs thev could logically
aspire to ani shat guralificaticons and training zre necegsayy.

Jf poss 1b1c, job descriptions for all positicns below GS-11
should be available Zor employce perusal. These job descraptions
or

should dinclude information relative to qualifications and training
requilred.

d. calling on the new emplovee a few weeks after ass
and agaln in a few months to determine through conversations
the employee and the supervisor how effectively the employee
been placed., If mis-placed, attempt to place in a more suitab
position without prejudice to the employee.

2. A fair glstem,101 competing for job vacancies corfor.n ng to

C5C regulations and guideld
on all vacanecies with a ¢
not be allewved to pxcre ac
or the flve best qualified
the sclcction wade on t

3. Counsglliys on training courses that are

should be circulate

ing date for applying. Suuervisors should

an 1nd1v1u :al for a position. Each applicant,

cHould be interviewed for the position, and
is of all applicable {actors.

nes. Vacancy notices

applicable to the

position they currently maintain or positicons to which they aspire
within a sound carcer development pregran inecluding information on

/

¢
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training that can be Acency-spons orcd—-givinv encouragenent for self-
improverent, Establishment of a training ladder for clericals--courses
to be token for advancement to certain levels. Develop plans to have
personncl eurolled in these courses at regular intervals. Establish
on-the-jcb training for pregression through z2n interaship or detailee
progran,
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V. Pronmotions

. A. Generally the clericals feel that the prorotion system has been
fair. Some do not uuderstand how the premotion systen works and sonme
commented that it is perhaps unfair that ecach supervisor looks at the
time on the job before prozotion differently. Soze are pronoted after
three wonths on the job and scme wait a yvear or so. Many clericals
do not feel free to ask questions about promotions and supervisors
often consider the subject toboo. Thare ware some that were not told
the grade of the slot by the supervisor or by P3/TR and they learned
this frem screone else in the office. In a fow instances the clericals
did not kpow what slot they encucher and even iF thore is chance for
promotien in that position. These uncertaintias create anxiety on the ©
part of the clericals,

- Recommencdations:

1. That each clerical should be advised of the grade of the
position she is being ess gned to upon eatering OTR by PR/TR.

2. That the Clerical Pancl review each clerical after six months
on a new job, then periodically until premotion and PB/TR should talk
with cach superviscr to ensure thzat the supervisor does not overlook
promotion possibilitdies

3. That promoticn procedures be published to iunsure a bilateral.
understanding of both employee and SUPErvVisor.

[ SN
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VI Fitness Reports .

~ Some of the clericals feel that the Iitness Reports are a popularity
contest and that the rating depends on hew one gets along with the boss.
In scme cases they ere told the superviscr is one person and then another
person writes the FR. There arce cases of leng-distance supervision; e.g.,
the supervisor is not a porson vhom the individual works for directly or
with on a daily basis., The supervisor is totally removed from daily
contact with the persen on whon they write the FR. There are a few
instances where individucls have been surprised with a poor FR without
benefit of prior consultation on what was wrong.

0

Recommendations:
L o4
( 1. That the person who actually does the supervising should also
"write the FR. )
2. That long~distance supervision be elimirnated.
f=] FY

3. That all OTR supervisors be reminded, perhaps through an
Instruction or Notice that employees are not to be surprised with a
poor TR unless, they have been previously counselled on the problem,

4, That proper grievence procedures be published, di.e. vhether or
not the emplevee nust sign the ¥R when they do not azrce with it, and.
vhat steps the ermployea can take if they believe unfair practices are
being follecwed.
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VII. Miscellaneous Recosmendations:

A. Supnlies - Getting supplies as needed from the supply room has

been a problc* for everyone. Among the most recent items out of stock

for more than just a few davs were: overnment boad paper, pens, pulp
nd < ‘ has discussed this matter with

bags, envelopes, and boxes. a i s .
STATINTL —said that he will try to get vhatever anyone-

STATINTL

STATINTL

STATINTL

needs within tvo davs from the verson's request. The clericals, howvever,
are mot aware that they should go to |l -s in the past they
have been told to write their requests on the requisition beard in the
supply room. Perhaps a sifn could be placed in the supply room that
should be contzcted if they are unable to get nceded supplies.
A nunber of the Training Assistants spend a lot of time cleaning black-
boards and vacud c :se of the acount of cnalk dust
left by standar he past an individual was even
paid overtime to perfo sks., Clerical Training has
procured dustless Ckgln a . hich alleviate the constant
clean—-up preblems. It is recormended tha: a supply of the erasers and
chalk be purchased for use in 211 OTR classrooms.

\')

thcut exception these interviewed said that
the Orientation was beneiicial and definitely should be held for new
personnel in OTR and periodically for everyone in order to update their
gencral knowledge of the workings of cach School end Staff.

B. OTR Oricntation - Wi

STATINTL
C. Tour o+"-~ Since there has not been a tour of - in a year,

there are at present in 072 quite a few clericals vho have not been and
wou.d like to go with the duzl otjective of better understandinz the
function of that activity and of meeting some of the personnel with whom
they deal over the phone in carrying out their daily jobs. It is
recormended that PB/TR orgenize such a tour as soon as possible.

D. Addition to Forrn 73, Reque o
substantial nusber of training assistants spend sceveral hours before each
course in locating room nuzbers for se lug out pre—course work. The
telephone book is alwayvs out of date and I'DO nuzbers are not listed. The
Individual student's room number and phone number are not contained on
the Yornm 73. It is therefere recemmended that the form be revised to
include a section for this infeormation. In the meantine a Special Bulletin
might be sent out asking that this information be included until the form

can be revised. —tffl'
I

E. Suvvev of Tiles ~ Files seen to be a problem throughout OTR.
There 1s a duplication of files, and nmaterials are kept which could be
destroyed or retired to Records Center. The clericals readily admit that
they do not have the expertise and very often the authority to deal with
the problem. It is recommanded that the OTR Records Management Officer
perform a records survey of cach office in OTR of “fering guidelines and
recomuendations as to what wmaterials can be destroyed or retired,

st for Irternal Training - A

i
~
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procedures for retirement of records, sucgestions on ways to improve the
filing systen and eliminating duplicate files. The records management
courses were good but could not, of course, get into specifics pertinent
to cach office and very few clericals attended from OTR. The courses

did teach the mothods of performing a records survey in an office which
were geared to the RMO. JIncorperated as part of this survey should be

an inspection of wvaulted aress and recemmendations for better utilization
of such areas with an ermphasis tcward elicinating unclassified materials.

3

(.)

¥. _Qvertine ~ Not cveryone who works extra hours is paid overtire.

This creates a hardship on the clericals. In nany instances the
clerical is not working so ruch as waiting for the supervisor to come

back to the office or fet out of a meeting., Scmetines the supervisor

gives the clerical nothing to do until the end of the day. It is :

recommenced that OTR publish specific guidelines on working hours and

payment either in overtime compensatio. or cocpensatory time off for

extra time spent in the office. ’ )
¢
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VIIX. The Centralizaticn cf Like Tasks
A, Effective Utilization of Fuvlovee Resources
R l. There is no rotation of the clericals within the schooLs
staffs to enable on2 to learn another JOb and to afford a change. The
Training Agsistants are assie o the e courses all the time
The consensus of these vi as thst once you learn a spec1tic
job it leses its challenue unless additional responsibilities can be
assumed. There is prosently little opportunicy of cne “*°"r*“g
grcatcv responsibilities: such u t
asks the supervisor perforis o ti:
havc a change of wh one cces Is to act
t

supervisor/instruct

the clericals could assume to make her 3
~relieve tne supervisor of the burden ©F Touling tasks, so that he
may in turn spend more time on important matters.

T
b more challenging and to

2. The workload of each individual depends on many factors.
In the case of the Trezining Assistants it depends on how olten the
courses run, the lenzth of the course, the awmount -of handout and
student kit materizls, -the nuxber of guest spcakers, and other
- ¥ariables. Examination indicates that cl rical worklcad can be
defined in two terms--peaks and lulls-—thus the work varies on a day
to day basis. Some 0f the clericals : nelp others in the offiice theon
they themselves are not busy--some do noc——it is essentiz2lly up to

»(\b

the individuzl. Jome would rather be busy all of the tiie znd as ssist
others. Thon there are those that will do cnly t‘; WOrk assigned to
then not caring that they don't put ¢n a full day's work They
become lackadaisical in their jobs, having los:_lnltlctlve and

motivation. There is a feeling that an employee is not recognized
for having done "rmore than her own job, so why bother?"

. 3. There is a trcmendcous waste of nanpower due to the fact that
total employee resources are not utilized a2ll of the time. By the
centralizotion of like tasks employee resources can be more efficiently

\
vanaged.

L. Effcctive Utilizatien of Ecuipment

1. 7The Task Force found that every school and staff cen in
varying deprces make use of machine ery such as the 1B MCST or th
Savin. The Iraining aAssistants, tc.g., spend approximately 50 per
cent of thedr time vyping student kit moterials, handouts, schedulcs
and sinilar matcrials, -

2. At present OTR has on a rental basis one MCST, two Savins,
and three Savin baseplates. On order or in process of being ordered--
one Savin and two Savin baseplates. Rental costs per month:

HCST ~ §225.00, Savin -~ $122.50, Savin taseplates - $39.20 ea. ~ They
arc located as follews: one Savin, cnc bhscwlctc - 155, one Savin,
two baseplates - 2E-59 Hgs., ) MOST. ~ S1WA.  The MCST has previously
been located in OIR Log., FA/Plahs, and 0S.

Approved For Release 2000/05/08 : CIA-RDP78-06215A000300030003-0




Approved For Release 2000/05/08 : CIA- RDP78 06215A000300030003-0

’...:.—...- A R B T LX) - s n
: . P § s

-.o‘lllzu-i._;;...l'-".b'!c ;Ac‘in_....gq.a Lf..o- L‘lg‘.-k'

. 3. Effective scneduling for the optimum use of these machlnea

is not possible without centralizations Without centralization problens
that have to be resolved are as follows: How will the machines be
located? When one office wants to use a rachine another office may

also want to use it at the sane tize. Who will decide who can use

them at specified times? ¥hen the rachnines are located in areas
separale f{rou tne oifice, it is difficult to leave the orfice long
. cnough to make use of tbe When the machines are used at the desk

other duties interrupt the typing.

4. As far as the Task Force was able to determine, no record
has bzen kept of the nurber of lours the machires have been used,
F

At 2E-49, e.g., the Savin nachine seems to be used rainly for routine -
typing LbLlLS““LPll individuals at CeC could rere efficiently use ‘

the machine for natcrial that is consta ntly being updated or that
which is lLECthiVC. Iwo Savin baseplates are located in the 2E-49
 office, but one secretary is out for an extended pericd of time.
~ Cons sequently OTR is paying the baseplate rental fee and ohe baseplate
Is not being used.

5. Centralizeticn of these machines into a YWord Processing
' Center where they would be utilized 100 per cert of the time would
be cost effective, Without centralization these costly machines
will be used little.

C. The VWord Proces Concent

U-

T

1. IBM utilizes a system of centralizaticn of the iame tasks.
The Task Force believes that such a systen is easible ard cost
cffective for OTR,

2. At IBM all of the typx 15 is done in a Word Processing Center

by corrcspondence sccretaries They receive all material for typing
via dictaphones. Sev n typmu serve epproximately 175 ranagers and
salesmen and cccasionally do cyp;rv for up to 500. The ranagers and

salcswon have the capability for dictating directly to machines in the
Word Processing Center using their telephones. The typing is done en
a first coue first served basis; however, a priority system is )
fecasible such as is used at the Burceau of Narcotics and Dangerous
Drugs' Word Processing Center. lost of the typing at IBM is done in
final copy but sone draftsare preparcd. Lach correspondence secretary
operates a Magnetic Card Selectric Iypewriter (MCST) or a dagnetic
Tape Sclectric Typowriter (pfls 3T). They are well versed in language
arts. 7The correspondence secretaries irecd frem interruptions of
telephorne and adninistrative activities are able to perform their
typing duties effectively,

3. Administrotive secretaries furction in the nanagement and
sales area at 1M, Thesc administrative secretarios do ne typing or

phone anciiring.  Their dutie es consist of handling the mail, £iling,
L, £ Jat
maintaining appointients, and other aduinistrative type duties. An
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exarple 1s that in a scction at IBM there is one adnipnistrative
secretary for tweaty salesmen. With centralization in OTR the
files would be kKept ceutrally in cach school/staff by the adnin-
istrative sccretary. This would allow streamlining of the filing
systen and elininate the present duplication of files.

4. The correspondence and adM1nlstrat1ve secretaries at
IPM are cqual in salary and Dl“”tigc in their jobs. The primary
) dividing WJv* is that of typing versus non-typing responsibilities.
Ce gceoretaries or h$ohly trained in the use oI
nery & take pride in their work since their sigrature
goes at the botton of the routing sheet when a job is finished.

5. If a Word Processing Center is set up in OTR, it may
prove cost effective to lecate our reproducticn facilities with
the Center. Xeroxing is not presently a service perrormed by

OTIR Logistics. Each individual xeroxes- her own material. uch
time is wasted in waiting for somecne to finish with the machine
Or in going to use the machine and having to return later becausec
of the number of people wziting to use it. Xeroxing should be
done by one person, thus eliminating wasted time.® Materials are

presently reproduced by whatever method the supervisor preiers.

No consideration is generally given to the cost factor. By

locating reproduction facilirics with the Word Processi ing Center (WPC)
the supervisor of the WPC would determine the most effic cient and
cost-saving reprcduction methed of the naterizls typed st the Center.

6. Although IBM can bost provide consultation in setfing up
centralized systems, the following should be considered for a WPC.

a. CSupervisors sihould receive trajning on proper dictaticn
techniques. In fact, :zhis was mentioned by many clericals vhose
shorthand capability is not being used. They feel that if the
supervisor kaew the proper technique for dictating the ey wight
dictate wore. As much material as possible should be put onto
dictaphene belts. It is realized that sone meterial will be
revisions of kit materials and student handouts and these cen
be typed from the basic document. Various repores that the
supervisor can best think out in long hand or through a series
of drafts can be dictated onto a belt by the administrative
secretary if the material is oll;lculL to read. It can then
be given to the WPC for typing.

b. As nuch typing as possible should be sent to the Y
for effective utilization of equipnent and personnel. Ideally,
the najority of typing should be done in the WPC-~at IDM all
typing is done at the Center to maintain the Center's integrity.

¢. Personnel who will work in thv WPC rust be adequately
trained in langeoge arts, in the use of the wmachines, and in
mrachine transcyiption.

¢
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d. There should be a sypervisor of the WPC at a grade

level higher than the correspondence secretaries but not at

- such a level that she is not interested or knowledgeable of
this type of work., She would reccive all raterial for typing
and would be responsible for setting priorities and assigning
work. She would be respoansible for standardizing and strean-
lining procedures and would keep up on latest developments
in machines, cquipmzent, supplies, and techniques.

e. Standard Operating Procedures (SOPs) should be set
up for the preparation of materials. Schedules and other
materials will be more efficiently produced if standardized

somewvhat.

f. A system of rotation can be set up whereby personnel
can rotate between the WPC and other positions, such as the
administrative secretary positicns. his would avoid boredon
and stagnation that results in having the same job for years.
It might be feasible for one OTR clerical instructor to be
trained coupletely in rachine usage so that she can train
those rotating into the W2C. .

D. Telephone Answerinz Center

J. At IBY telephone calls for approximately 350 people are
handled by a central unit ¢f three recepticnists. These receptionists
have no other responsibilities. A board wountad in front of then
indicates whether a person is in or out of his office. In additien,
the receptionists are advised by individuals a.s; to when they will be

Fy b

back in the offics if they are going out for any length of time,
Although the Task ¥

sk Force did pot explore this systen Iully, observa-
tion left the impression that the systen is veyy efficienc. This
gystem relieves both the correscondence and adninistrative secretaries
from phone respensibilitics so they are able to periorm their jobs
with a ninimum of interruptions. Observation Indicates that with
minor changes in ofiice operating procedures the system would be
applicable to 0I2. One similarity noted was that their salesmen,

not dissimilar to OTR instructors, are often out of the office in

the performance of their duties.

2. In OTR schools and staffs the telephones are not centralized
and it is difficult to provide coverage vhen clericals are out.
Isolated offices with a clericzl workforce of onec or two have
problems in teleplicne coverage wvhen they are out of the office.
During the intervicews many clericals menticned that they receive
innusmerable phone calls from people who don't know what office in
OIR they should call or who just need a simple question answered
such as vhen a particular course starts. A central answering
service could have at hand various information such as course dates,
wvho handles which couvrses, who handlos regiastrations, and sinilar
infornation avd therefore could answer many of the siuple questions
or connect the caller dircetly with the person that could answer
the question, '
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E. Training Assistance Center

(.’)

-X. As a further centralization of lilke tasks the Training
Assistant fuunction could be centralized. Lower graded personnel
(GS-3/4) would handle, ec.g., kit assembly, kit disassembly, sending
out pre- course erials, procuring name plates, and miscellancous
other dutics as

S
equired. Higher graded personnel (GS-8/9) would
assist the Instructor and periorm as a course manager. The course

I
mana;,crs would nandle o assis 5 such itcms as: contacting
guest speakers, or zudio/visval aids, p cparation of
c‘
1
v

schedules, precon a;ivq of administrative briefings, preparation of
course veports. They would

¢ able to periorm duties for any course
as required.

2. 80Ps for each course would be required,

3. A supervisor would oversee all facets of the Center
and would perfecrm duties such as: assigning courses to the course
managers and work to the kit assemblers, streamlining and
standardizing procedures, keeping abreast of modern techrolohy,
training new Chy10>eya, supervising the central telephone
receptionists (Sote: the G5-3/4 kit acssemblers could rotate
.with and Illl in for the telephone receptiocnists. )
3
4. If the Training Assistents function -dees not prove to
be feasible by being located in a cantral aoint, an alterﬁﬂtc
would be to have rvhe Training Assista vk as
team; each with tle ability to perform the quties for any course.

{

4
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l. The ¢iffice today is in a state of transition because
of advances in office technoleogy. By the centralization of like
tasks euployce resources ond advanced equipument can be efficiently
and productively utilized

{ t

2. Word Processing should not be considered as just a typing
process, a typing pool, ior sccrntarics cnly, or a design to reduce
secretarial support. Word Processinz is an epproach to an irportant,
essential, aznd costly cperation which should be a cemposize of tnu
following: «qualiiied persconel; a systematic approach to cooriuni
cations; an ecasier, foster, and wore econcemical way to handle all
information and data; srogram invelving all ewmployees including
nanagsement, administ ivo,and sacretarial; tasks grouped into

o
3

functionat areas I
<

© streaniining pe’fo*“ﬂAc Effective job
streamlining is essential r each eperation within the system and
unimportant tasks or dupiicaticn of eifort should be CllLlnuth
A word processinyg secretary in either the corvespondence or
administrative ruaction should have the ability to fornulate

improved nethods and procedures for office work and construct vork
~flow systeus. , )
]

STATINTL
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